
QUICK LIST FOR RESPONDING TO A FREEDOM OF INFORMATION ACT (FOIA) REQUEST 

If you have any questions or need additional guidance, contact Ivry Johnson, FOIA Officer 
(FO), 415-947-4251. 

1. Identify and determine if you have any responsive records. (Contact your division's FC 
immediately if request needs to be routed to another SME within your program office or 
if request should be routed to another division) 

2. Within 2 days of assignment to division, advise program FC of cost estimate to complete 
this request. Use Cost Worksheet to calculate your estimate. 

Cost Worksheet 

3. FC will contact FO to prepare an Assurance of Payment letter and send to requestor. 
Stop all work on request until response is received from requestor. FOIA Officer will 
notify Program Office to resume work and provide a new due date. 

4. Gather responsive records and.;:;;.,;;;.,;;;;..;;;.;;.;:;.;;;;.;;:....;;;:;..;;;...;...;;;;;_;;...;=;.;;;...;;.;;..;..;...;;."'-'- if documents should potentially 
be withheld from disclosure under FOIA. 

5. Prepare closeout letter to requestor for management's signature 

Lead Action Office - Prepare closeout letter with 
(sample letters:==~===~=-'-'~=====-==-! 

Contributing Office - Prepare appropriate certification form: 

Release of Records Authorization Form 

Certification of No Records Form 

signature 

6. Send all signed letters and responsive records in Word, Excel, and PDF format 
(correspondence, emails, extension requests, etc.) to your ~_r:;;·:;;,:;_,"='-"'-;;;;;;..;;;.;_;;;_=;;;;.:;_;===
who will upload the information into FOIAOnline. 
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